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SAMPLES OF UPPER THIRI:! CLASS RANKING LElTER

(for candidates qualifying under SCHEDULE A authority for
persons with disabilities and 30% compensable veterans, or for
accountant, auditor, engineer, scientist, criminal investigator,
intelligence specialist, or any position under the Federal Career
Intern Program (FCIP) authority)

NOTE: Letter must be on official college or university letterhead stationary
ina-stgned ~y the Rel!istrar or Dean. Letters sil!ned by other collel!e or
universi officials are not acceotable. Letters from satellite cam{Juses must
compare you to teen Ire gra uatlng class or major subdivision of the
university (not the satellite campus).

Samples 1 and 2 below are for individuals who have
already graduated. Samples 3 and 4 are for individuals
who have!!.2! graduated and whose GP A is below 2.95
(overall or in the last 2 years) at the time of application.

To Whom It May Concern

Sample!
This is to confinn that John Doe, SS# 123-45-6789, graduated in the upper third of the May 2001
graduating class overall. (TItis sample indicates that he graduated in the upper third of the mria graduating
class)

Samole 2
This is to confinn that John Doe, SS#123-45-6789, graduated in the upper third of the May 2001
graduating class in The School of Arts and Sciences. (This sa",ple indicates th.t he graduated in the
upper third o/the graduating class in the ",.;or subdivision o/the university.)

Sincerely,

(Signed by Registrar or Dean of School)

Sample 3
This letter is to infonn you that Mr. John Doe, SS#123-45-6789, currently ranks in the upper third
of the graduating class of May 2002. (Tiris sample indicates tirat ire current Iv ranks in tire upper tirird of
the ~~radullting class)

Sample 4
This letter is to infonn you that Mr. John Doe, SS# 123-45-6789, currently ranks in the upper third
of the graduating class of May 2002 in the School of Business. (Tiris sample indicates tirat ire currently
ranis in tire upper tirird o!tire gmullling class in tire maior subdivision o!tire university)

Sincerely,

(Signed by Registrar or Dean of School)
IbO
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INTERVIEW DATA WORKSHEET

Instructions: For each interviewee, identify career field for which interviewed and make a hash mark in appropriate column below
(A-F) indicating the Race/National Origin and gender of interviewee. If inter~iewee is also a person with disabilities, please make
another hash mark in the Disabled column. This form and the Recruiter Feedback form ~ be completed and returned t,
appropriate Career Program Intern Administrator with application packages.

DATE VISITED:SCHOOL OR EVENT:
Check appropriate block:

D Historically Black College/Univ (HBCU) 0 Hispanic Serving Institution (HSI) D More than 20 % Minority

RECRUITER(S):

RACElNAnQNAL ORIGIN DESIGNATOR *

~
Asian/

Pacific Is.
M F

£.
Black

Y.

Hispanic
~

White
I

Unknown
A

Native Ami
Alaskan
M F

TOTAL Disabled

M F M F M F M F M F M F

CIVIL ENGINEER

CMLIAN PERSONNEL

COMM & INFO

CONTRACTING

EDUCATION SERVICES

F AMIL Y MA TfERS

FINANCIALMGT

HISTORIAN & MUSEUM

INTELLIGENCE

LOGISTICS

MANPOWER

PROGRAM MGT

PUBLIC AFFAIRS

SAFETY

SCIENflST & ENGINEER

SECURITY

SERVICES

SPECIAL INVESTIGATIONS

TRAINING&INSTRSYS -- -- -- -- -- -- -- --
* For race/national origin identification refer to the following documents completed by interviewees (if form is missing annotate as

unknown in column F above:
I) OPM Fonn 1386B for FCIP Administrative positions, or
2) OPM Standard Fonn 181 for scientist, engineer, auditor, architect, criminal investigator and intelligence specialist positions.
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RECRUITER FEEDBACK

The following information will be used to evaluate and improve upon the effectiveness of the on-campus
recruitment process.

1. Were preferred interview dates available?

2. How did you schedule your interview dates, e.g., telephonically, e-mail, internet, other?

Approximately how far in advance were interview dates scheduled? (months, weeks, days?)

4. Did you arrange or participate in any campus relations activities, i.e., meeting with student groups, campus
officials, or marketing the program in any way? If so, please briefly describe.

5. Did you hold an information meeting? If so, when and how many students attended?

For 6 -9 below, circle the appropriate number (1 = Poor and 5 = Excellent):

1 2 3 56. The overall quality of the candidates was: 4

Comment:

7. Preparedness of interviewees (knowledge of program, completeness of applications, etc.) was: 1 2 53 4

Comment:

8. Assistance by Placement Office staff was: 1 2 3 4 5

Comment:

9. For purposes of conducting future interviews, I would rate this campus overall as: 1 2 3 4 5

Comment:

Please provide any additional comments below that would be helpful in assessing the quality of the campus or in
identifying possible improvements to the recruitment process.
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TELEPHONE INTERVIEW LOG

Recruiting Event:

Location:

Date:

Were interviews scheduled? YES I NO

The following applicants will be interviewed by phone at a later date:

NAME (PRINT) EMAIL ADDRESS CAREER FIELD
INTEREST

Recruiter Signature Career Program Intern Administrator Signature

1/03
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TO: Career Field Intern Momtor/ Administrator

SUBJECTCampus Interview/Job Fair Documents for

(Recruiting Event)

The documents checked below are submitted for processing:

Interview Schedule

Applications (complete for all interviewees)

Interview Evaluations, AF Fonns 1743

Interview Data WorksheetIRecruiter Feedback

Telephone Log (if used)

datesignature

installation/org/ofc symbol DSN number

'

From:
To:

Career Field Intern Monitor/Administrator
DPKR, Account Representative

The documents checked above are forwarded for processing.

datesignature

Recruiter Interview Checklist (7/04)



SAMPLE

THANK YOU NOTE FOR PLACEMENT OFFICIAL

Date

Dear Mr/s/rs .)

Thank you for providing the support and space recently to interview potential candidates for
PALACE Acquire / COPPER CAP (note: select appropriate program), the Air Force's civilian
career development program.

I appreciate the assistance given by you and your staff. When our recruiting season
concludes, we will be glad to provide you with infonnation on the productivity of our visit to
your campus.

Again, thank you for your kind cooperation.

Intern Recruiter

COMMI".-rED TO EQUAL OPPORTUNITY

J-H
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SAMPLE

THANK YOU NOTE FOR INTERVIEWEES

~

Dear
(handwritten first name of interviewee)

Thank you for interviewing recently for a position with the Air Force's civilian career
development program, PALACE Acquire/Copper Cap.

I appreciate your interest in our program. I may have mentioned that initial offers of
employment may be made within the next six to eight weeks. However, if you meet the
qualification requirements for this program but do not receive an offer of employment
within the above timefrarne, your .application will remain active until 30 September 2005
and may result in an offer of employment at a later time.

Again, thank you for sharing your experience and interest with me.

PALACE Acquire/Copper Cap Recruiter

COMMITTED TO EQUAL OPPORruNITY


